CACFP ANNUAL BUDGET

October 23, 2019



Budget Overview

\

» A financial plan for operating
a business or business unit. It
includes planned
expenditures and anticipated
resources for the upcoming
fiscal year.

» It is an educated guess!
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Purpose of a CACFP Budget

» Financial Plan
» State Agency Approval
» Tool for Decision Making

» Serves as a Means of
Monitoring Performance



https://www.flickr.com/photos/76657755@N04/7027596629
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Perspectives

Institutions

e Financial Roadmap

State Agency

e Financial Viability
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How is a Budget Helpful?

Allocates
resources

Formalizes
the
process

Creates
an action
plan

Used as a

roadmap

Guides
spending

QOutlines
income

Supports
mission-
related
goals




Budget Alighment with Performance
Standards

Financial
Viabi lity
Administrative
Capabi lity
Program

« Showing a positive relationship between
revenue and expenses

» Possessing skill sets that demonstrate that
you’re capable of running your business

« Demonstrating the ability to record, track
and report key information

Accountability




Sources of Funding

» Program Funds
» CACFP Reimbursement

» DCH Sponsor
Administrative Funds

» DCH Sponsor Carryover

» Non Program Funds

» Donations or Fundraisers
» Grants

» Unrestricted Funds
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Necessary K 4
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Reasonable
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Steps for Creating a CACFP Budget

Enter the historical
information in the EEINIE
“prior year” column anticipated changes
on the budget to the new budget
document in CNPweb

Obtain historical
revenue and expense
information from the

prior year

Combine the data
fromsteps 1,2 & 3 to Conduct a final
create your new review of the budget
CACFP budget




Historical Data

» Enrollment levels
» # of operating days
» Site staffing

» Equipment needs

» # of meals served

&




Supporting
Documentation

» Documentation to Show Funding Sources

» Bank statement from fiscal year end

» Mathematical calculation of anticipated
reimbursement

» Contribution letters or grant award documents

» Historical data on prior fundraisers

» Documentation to Show Expenses

» Prior year payroll data
» Quotes for anticipated purchases

» Receipts and invoices from prior year for
continued expenses

This Photo by Unknown Author is licensed under CC BY-NC
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State Agency Approval

NERO Approval

e Some items
require approval
from the
Regional office
in Boston before
they can be
included in your
budget

Specific Prior
Written
Approval

e Certain expenses
require that you
request written
approval before
including them
in your budget

Prior Approval

e All expenses are
approved when
the State Agency
approves your
budget.




Prior Approval (PA) and Specific Prior
Written Approval (SPWA

Actual Revenue  Proposed Budget
Prior Fiscal Year New Fiscal Year

Section ll: CACFP Expenses

PA Prior approval is required. PA s effective when the Center Sponsor Budget is approved with the annual Program Year Packet unless MDOE disallows the specific costin
wiriting.
SPWA Specific prior written approval is required for costs that are not customarily incurred in the routine operation of the CACFP. These costs are notf allowed uniess the

instifution receives specific written approval from MDOE before the cost is incurred. Use the Off-Line Form, "Reguest for Specific Prior Wiritten Approval" to submit a
SPWA reguest.

Il-A. Nonprofit Food Service Operating Expenses Prior Year

1. Food Service Labor & Benefits 0.00
Include costs for all personnel who hold responsibility related to CACFP for food service operations. Duties may include meal
preparation, serving, clean up, efc. Include all nonprofit food service costs whether or not funds are paid for using CACFP
reimbursement funds.
“* SPWA required for paymenis of overtime, holiday pay for work performed on a non-work holiday and compensatory
leave.
(FMS 796-2 Rev 4 VIl | 23 ; see section 23h for exceptions)

2 Food and Milk

a. Food and Milk 0.00
Retfain all invoices and receipts as proof of purchase.

b. Meal Contracts (Submit copy of all contracts to MDOE) 0.00
Contact SA for additional information concemning meal contract requirements. Consulf the following: 7 CFR 226.6 (standard contract);
7 CFR 226.20 {meal pattern requirements), 7 CFR 226.21 (food service management companies), 7 CFR 226.22 (procurement
standards).

c. Mileage to Transport Food 0.00
** PA required (FNS 796-2 Rev 4 VIll | 39)



SPWA Letter Upload on Checklist
Page in CNPweb

v w1 W
16. Letter requesting Specific Prior Written Approval for budget items E
1l Indirect e efer B
18, 501(c)(3) - Non-proft Only 8192019 M9019 YA @
19, Equipment Maintenance Contracts- (N/A unless sponsor claimed equipment maintenance in budge) E
2. Rental Agreement- (N/A unless claimed in sponsor budget) E
2. Outside Employment Policy- (Applies to all sponsors, Except Independent Centers) 8292019 8292019 YA @
2 Depreciation Schedule - (N/A unless sponsor claimed in budget) E
Vi) 16-19 At Risk School Addendum- **At Risk **3chools only E
U Budget approval letier for SPWA items E




Accounting System

Critical for managing
CACFP budgets

Contains your actual
costs for the prior year

Helps you compare your
budget to actuals
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Best Practices

This Photo by Unknown Author is licensed under CC BY

Conduct an internal revie
prior to submitting the
budget to the State Agency.

Monitor the budget to make
sure that expenses are
charged to the correct
budget categories.

Proactively revise the
budget.

Keep an ongoing “budget to
actuals” analysis.

Your actual costs at the end
of the Program year can
serve as a starting point for
the budget for the
upcoming year.
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Recap

» Budgets should be considered \
to be “living documents” that
should be revised as needed.

.....

» Your budget should show the
State Agency how you’re
going to fund the vision that
you presented in your
management plan.

» Budgets should be supported
with documentation and

should comply with CACFP
regulations.


https://technofaq.org/posts/2016/03/five-must-have-apps-for-creating-stunning-presentations/
https://creativecommons.org/licenses/by-nc-sa/3.0/

Completing a Budget in CNPweb

» Once your Agreement is approved, the Sponsor Summary
page looks like this:

‘ Checkist ‘ Applications ‘ Activities ‘ Claims

Number Name

Users

e

Revision Status Date Approved Action

Sponsor Application | Approved 91312019 o+

Sponsor Budget Centers | Approved 91312019 o+

Institution Management Plan | Approved 9132019 o+



Step 1

secfion | CACEP Revenye

1, CAGFP Soures o eence

1 Fodera Rembursemen

et e Propesd B
P sl Year e il Year

P Year Ney Yea \

ol ol



Step 2

Section Il: CACFP Expenses

Actual Revenue Proposed Budget
Prior Fiscal Year New Fiscal Year

PA Prior approval is required. PA is effective when the Center Sponsor Budget is approved with the annual Program Year Packet uniess MDOE disallows the specific cost in
writing.

SPWA Specific prior written approval is required for costs that are not customarily incurred in the routine operation of the CACFP. These costs are not allowed unless the
institution receives specific wriften approval from MDOE before the cost is incurred. Use the Off-Line Form, "Regquest for Specific Prior Written Approval™ to submit a

SPWA request.
lI-A. Monprofit Food Service Operating Expenses Prior Year Mew Year
1. Food Service Labor 8 Benefits 5571358 100,127 .07

Include costs for all personnel who hold responsibiiity related to CACFP for food service operations. Duties may include meal
preparation, serving, clean up, efc. Include all nonprofit food service costs whether or not funds are paid for using CACFP
reimbursement funds.

“* SPWA required for payments of overtime, holiday pay for work performed on a non-work holiday and compensatory
leave.

(FNS 796-2 Rev 4 VIl | 23 ; see section 23h for exceptions)

2. Food and Milk

4. Food and Milk 106,485.00 78,000.00
Retain all invoices and receipts as proof of purchase.

b, Meal Contracts (Submit copy of all contracts to MDOE) 0.00 0.00
Contact SA for additional information concerming meal contract requirements. Consult the following: ¥ CFR 226.6 (standard contract);
7 CFR 22620 (meal pattern requirements), ¥ CFR 226.21 (food service management companies), 7 CFR 226.22 (procurement

standards).
c. Mileage to Transport Food 0.00 0.00
“* PA required (FNS 796-2 Rev 4 Vil | 39)
3. Non-Food Supplies
a. Mon-Food Supplies 214500 2,690.00

Include cost of expendable supplies used for food service operations Expendable supplies are items cosfing less than $5 000 with




Step 3

1I-B: Nonprofit Food Service Administrative Expenses Prior Year

MNew Year
Administrative costs charged to the CACFP may not exceed 15% of the federal meal reimbursement amount. {7 CFR 226.7(Q))

1. Administrative Labor & Benefits 4612573 15,500.00
Include allowable costs for planning, organizing and managing the CACFP program.
** SPWA required for overtime pay, holiday pay for work performed on a non-work holiday and compensatory leave.
(FNS ¥96-2 Rev 4 VIl [ 23 h p 571-53; see section 23h for exceptions)

Subtotal Administrative Labor and Benefits 46,125.73 15.500.00

2. Office Supplies Prior Year New Year

a. Expendable Office Supplies
ltems costing less than 5500 per item per year (examples: pencils, pens, folders, paperclips) may be grouped here.

175.00 0.00

List expendable office supply item(s) costing more than $500 per year and the total annual cost of each item (these costs
should be included in (a):

b, Durable Office Supplies under $5,000
Include costs for administrative supplies having a life expectancy of more than one year and an acquisition cost less than $5,000 per
unit or less than the institution's definition of equipment, whichever is less. Durable office supplies may be expensed at fime of
purchase. (FNS 796-2 Rewv 4 Vill | 27)

c. Equipment Purchase, over $5,000
Include costs for administrative eguipment with a useful life expectancy of more than a year and an acquisition cost of $5,000 or
more per unit or less than the institution's definition of equipment, whichever is less. A unit is defined as all components required fo
make the piece of equipment operational.
= SPWA reguired for expensing instead of depreciating.
(FNS 796-2 Rev 4 Vil | 16)

d. Equipment-Rental/Lease
Include costs for administrative equipment rental, lease and repair. Submit copies of all leases and repair contracts fo MDOE.




Step 4

Travel Expenses Prior Year

4. Travel for Program Operations
include costs of fransportation, lodging, subsistence and related costs for employees performing Program work, i.e. momitoring and
technical assistance visits, fravel fo conduct Center training and any other program-related activities.
** Requires PA (FNS 796-2 Rev 4 VIl [ 39)

. Travel for Staff Training
If PA not obtained with budgef approval, a PA request must be submitted at least 30 days prior to travel. Use Off-Line Form, Prior
Approval Request form to request PA after the Program Year budget has been approved.

a. Travel - IN STATE
Include transportation, lodging, subsistence and related costs for staff fo attend workshopsdraining IN STATE. If conference or event
is not CACFP-focused, fravel costs must be prorated.
** Requires PA (FNS 796-2 Rev 4 VIl [ 39)

b. Travel - OUT OF STATE
Include transportation, lodging, subsistence and related costs for staff to attend workshops/fraining OUT OF STATE. If conference or
event is not CACFP-focused, travel costs must be prorated.
** Requires PA (FN5 796-2 Rev 4 Vill [ 39)

Subtotal Travel Expenses

6. Training Expenses Prior Year

a. Training - Center / Participant {(NonTravel) 0.00
include non-travel costs for conducting Center training/workshops including facility rentals, educational supplies, etc.
** Requires PA (FNS 796-2, Rev 4 Vil | 30)

b. Training - Staff Meetings / Workshops (MonTrawvel)
Include non-travel costs for conducting staff training workshops (educational materals/training supplies). ltems costing less than
5500 per year may be grouped fogether.
** Requires PA




Step 5

Section lll: CACFP Surplus or Deficit

Section |: CACFP Revenue

|-A. CACFP Sources of Revenue

a.  Federal Reimbursement

Anticipated Costs - Anticipated CACFP Reimbursement = Amount of Non-CACFP Fundi
196,317.07 - 85,000 = 111,317.07

Section II: Total Expenses 215,670.31

Actual Revenue

Prior Fiscal Year
\

Actual Revenue
Prior Fiscal Year

Prior Year

87,980.03

196,317.07

Proposed Budget
New Fiscal Year

Proposed Budget
New Fiscal Year

New Year

89,000.00



Step 6

Actual Revenue Proposed Budget

= LR pod i Rl L Prior Fiscal Year MNew Fiscal Year

1I-A. CACFP Sources of Revenue Prior Year Mew Year

a. Federal Reimbursement 87 . 58003 &5,000.00

I-B. Mon-CACFP Sources of Revenue Prior Year Mew Year

a. Day Care Fees/Tuition 000 000

b Head Start Grants o000 000

c. Fund Raisers 000 000 1 )200 +
[« Cash f Food Donations 14.121.64 1,.200.00 1 1 O 1 1 7 O

L]

e Other (specify) rieaeses AnoRaToT 1 1 1 31 7 07
, L]

Describe other sources of non-CACFP Revenue:

Contributions: o~
Srants: ~
D ornte -
Section I: Total Revenue 215,870.31 196,317.07

Anticipated Costs - Anticipated CACFP Reimbursement = Amount of Non-CACFP Funding
196,317.07 - 85,000 = 111,317.07 \ 4

Section lI: Total Expenses 215,870.31 196,317.07

Actual Revenue Proposed Budget

Section Ill: CACFP Surplus or Deficit Prior Fi | Year Fiscal Year




Final Check

Actual Revenue  Proposed Budget

Section ll: CACFP Surplus or Deficit Prior Fiscal Year  New Fiscal Year

1. Total CACFP Revenue 21967031 1931707

2. Total CACFP Expenses 21967031 1931707
3. Surplus or Defcitin GACFP Non-Profit Food Service Account Funds 0.00 0.00

\ Yy

hen your budget is complete and correct, there will be no surplus o
You have shown the CACFP State Agency that you have sufficient f
Administer the CACFP.



Questions
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